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SCHEDULE DRILLS — Reservist Self Service

CGHRMS CUSTOMER SUPPORT
Help Desk: (785) 339-3540 Ext. 1

Email: hrsic-cghrms@hrsic.uscg.mil

On-line Help: http://cghrms.osc.uscg.mil/ or
http://www.uscq.mil/hg/hrsic/cghrms/

Self Service Tutorials: http://www.uscg.mil/hg/hrsic/training/

SCHEDULE DRILLS — Reservist Self Service

» Duty which can be scheduled in CGHRMS:
 IDT
e Appropriate Duty (Readiness Mgmt Period (RMP))
* Funeral Duty

» CGHRMS replaces:
* IDT Drill Orders (Screen Print)
* UAR
e SDA-II R985

> Entering and maintaining scheduled drills for the entire year
enables reservists, their command and the Reserve Program’s
Funds Manager to make better management decisions.

> The reservist, a Command User or PERSRU may schedule or
edit a drill up to the drill day. After the drill day, only a
Command User or PERSRU may complete, edit, un-excuse or
cancel the drill.

> When reservist schedules a drill the status will be “Mbr
Requested”. (This is the only status available to reservist.)

> A Command User may “authorize” a drill by changing the
status to “Pending”. A Command User may schedule a drill
for the reservist and set the status to “Pending” indicating it
is “authorized”.

> If reservist edits a drill after it is “authorized” (Pending), the
status returns to “Mbr Requested”.

> The path to access Schedule Drills is: Self Service >
Employee > Tasks > Schedule Drills

> Review the information on the Schedule Drills home page and
click on Add/Schedule New Drill to schedule a drill.

.;{n C?f??LFqume > Self Service > Employee > ]

Tasks > Schedule Drills

'.I.'His screen shows total number of drills authorized, drills
completed in JUMPS, drills scheduled in CGHRMS and

drills remaining.
ﬂ-._-...*.: ]

Setedbale Drdls

ST TR P

FRARLTHILL IRREEE T

T axfired 13 TR L gnaiaked i GEHRME 2

Draaierend Dty

e Digh Dty s Bid Dt B ViR P REER i
O HREG oT QD03 Tk OIDE0N] W Mgk Ful e F i

il Hpw Lail)

New Drill to schedule a

Click on Add/Schedule
new drill.

Details of all drills are displayed in
\this section.

Click Save.

» Pay Code: Full =Multi ¢ Half =Single ¢« None
» Time (display purpose only):

* Single IDT — 4 or more hours

e Multiple IDT — 8 or more hours

* Readiness Management Period — 3 to 24 hours

¢ Funeral Honor Guard Duty — 2 or more hours
» Meal Eligibility (only for multiple IDT):

» Officers — None

¢ Unit has galley — Messing Available

* Commuters arriving night before drill.

1" Day — All ay — Breakfast and Lunch
. Stag overnight between drills. |

1% Day — Lunch and Supper ¢ 2" Day — Breakfast and Lunch
* Worked past 1800 — Supper
* Local reservists and commuters not staying overnight — Lunch

> Enter your Supervisor's Employee ID number in the Supervisor 1D

field. On exiting the ID field, their email address should appear in the
Email address field. If their email address does not appear, enter
their email address. After the drill is saved, an email notification is
automatically sent to the supervisor indicating you have
scheduled/modified a drill. Note: Your supervisor must have
Command User access (role) to authorize, complete, edit or
cancel your drill.

» Department ID — Do not choose 002037 (Unknown Unit). It requires
manual intervention at HRSIC to pay the reservist.

 fosle il Schedule Drills
Detail Screen

a calendar by clicking on the
emeives| calendar button.

J
Enter end time.

Senedul - " " "
scﬁ:ﬁ:{Enter Begin date. Tip: Display

‘Begin Deb/ Time (041 X000 By

Oty Tz DrillSaetes: VBT Rt
Py Gaeter Teparmers [17455 1
Doy Puacs For Duty Type, Drill Type,\
Pay Code, Meal Elig, Duty

e | - - _y" Purpose 1 and Duty
Emasil fnldress Enter your Supervisor's Employee ID | Purpose 2, click on each

R | number or click on the magnifying drop-down arrow and
Conmaits: (glass to lookup their number. select the appropriate

item. Change Department
if applicable.

If your Supervisor's email address is
entered in CGHRMS, the email
address will automatically appear. If
their email address does not appear,
\enter their email address.

Enter Comments
(optional).

EDIT DRILLS — Reservist Self Service

» Once a drill is entered, you may edit the drill by clicking on the
Edit button to the right of the scheduled drill. Note: After the
drill day, only the supervisor or PERSRU personnel (providing
they have Command User or PERSRU access) may edit the drill.

=reployes ke Ed.t P
DT Aniged 57 Ao et L P Sehadaicdin CoHRME 1 B iy oL
Sagaraiean .i": Bepin Dot T EndDwie! Time Taps Fay Mz Ll v [

) HE o DERIOEG 15k B B 50PW matmks  Ful

o e Eii

“=Click on the Edit button to the right of
the drill you want to edit.

» Once Edit is selected, the Schedule Drills Detail page will
appear. (Same page as the schedule drills page. Refer to the
picture above.)

» Update the information and Save. A Save confirmation will
display. Click OK.
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SCHEDULED DRILLS — Command User and
PERSRU

SCHEDULING DRILLS FOR MULTIPLE
RESERVISTS WITHIN A DEPARTMENT

» Supervisors with Command User or PERSRU access (role) may:

* “Authorize” a drill by changing the status to “Pending”.

¢ Schedule a drill for the reservist and set the status to
“Pending” indicating it is authorized.

* Complete, Edit, Un-excuse or Cancel a scheduled drill.

Commands may view each member’s (within the department) CGHRMS

access (roles) b runn|n%|the following Query.

1. From the CGHRMS Home Page, click on PeopleTools and then
click on Query ﬁecond one).

2. Press the Search butto

3. Select CG_Dept_RoIe_er (#33)

4. Press View Results button.

Commands may add/revoke member’s access by completing form CG
HRSIC -7421/2 CGHRMS Assignment User Authorization/Revocation. Fax
the completed form to (785) 339-3772. The form can be found at:
http://www.uscg.mil/hg/hrsic/MSWordForms.htm

» Path for Supervisor’'s (Command Users): Self Service >
Manager > Tasks > Schedule Drills

» Path for PERSRU’s: Develop Workforce > Administer Training
(GBL) > Use > Schedule Drills
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[Swart Click Search.

» Supervisors or PERSRU personnel with Command User access or
PERSRU access may schedule the same drill for multiple
reservists at one time.

> If possible, locate your Department ID number. If you do not
know your Department ID number, you may perform a search by
entering criteria in the Description field. Refer to the CGHRMS
On-Line Help at http://cghrms.osc.uscg.mil for instruction on
performing a search.

» The system does not automatically send an email
notification to each reservist. If notification is required it is
up to the command to determine the procedure for notifying the
reservists of the scheduled drills.

» Path for Supervisor’'s (Command Users): Self Service >
Manager > Tasks > Schedule Multiple Drills

» Path for PERSRU’s: Develop Workforce > Administer Training
(GBL) > Use > Schedule Multiple Drills

Sohedule Mulbple Dnills

Fird an Existing Value

gt puscai Enter Department ID number.]

Deparimant OR

D igrliod | ria e i N
by — Enter criteria using the wildcard (%) to

fampay: [ S . search by Description (ex: %ISC or %AIR

L enton St = or %GROUP). Refer to On-Line Help for

hatcion bty A |instruction on performing a search.

Budpetwih Depanment y
S rndnkrieaiea Taigai Uini I_
operatiamal Facl iy Code

Dopatment T it

Sanick Click Search.

» After selecting Search (as noted above), the Paid Drill
Information page will display. Verify the name of the reservist
(top left hand corner of the page).

» Click on Edit to the right of the drill you wish to authorize,
complete, edit, un-excuse or cancel. OR

» Click on Add/Schedule New Drill if scheduling a drill for the
reservist.

» Click on Return to Search to search for another reservist.
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Click on the Edit button to the right of
the drill you want to edit or click on
Add/Schedule New Drill.
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> After selecting Search (as noted above), details of all drills for
Reservists in the department are displayed.

» Verify the Department ID and name.
» Click on Add/Schedule New Drill.
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. HCIlck on Add/Schedule New Drill)

> After Edit or Add/Schedule New Drill is selected (above), the
Schedule Drills Detail page will appear.

» The Schedule Drills Detail page is the same page as shown in
the previous section. Update or enter the necessary
information, then click Save.

» Be sure to enter the Reservist’s Employee ID number in the
Send to Emplid field. On exiting the ID field, their email
address should appear in the Email Address field. If their email
address does not appear, enter their email address.

Click Save. A Save confirmation will display. Click OK.

» Notification is automatically sent to the email address
entered (per instruction above) indicating a drill has been
scheduled/modified.

» After Add/Schedule New Dirill is selected (above), a page
listing all reservists assigned to the department is displayed.

» Enter the necessary information.

» Select reservists by clicking on the checkbox to the left of their
name, or if scheduling the drill for all reservists in the
department, click on the Select All button.

» Click Save. A Save confirmation will display. Click OK.

[Enter Begin Date/Time. Tip: Display a
P vl

calendar by clicking on the calendar button. ] Enter End Time.
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Select the reservists you are scheduling the drill
for by clicking on the checkbox to the left of their
name, or if scheduling the same drill for all
reservists within the department, click on the
Select All button.

w S—l Click Save.
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